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DaTE
DEVELOPMENTAL GAP SHEET (SP CAREER SERVICE) :
4 e e 4
o I. GENERAL .
1. Namc : 2. GRraDE '3. OFFICE 4, Ace 5. YeaRs IN 6. LasTt FR
PRESENT JoB EvaL .

7. PostTION

8

. NAME OF SUPERVISOR

ACADEM]C BACKGROUND

A

9. COLLEGE

10

. COLLEGE MAJORS

) CotLkaE DEGREE PERSONNEL ADMINISTRATION 0 -
] CorLeee - NO DEGREE o PusLlc OR BUSINESS AbMiIN, OR MaT. [} -
. No CoLLEGE , SociaL SClencE(s) ' A
. : OTHER S0
v (Fiee IN)
ot
11t. JOB PROGRESSION TO DATE

11+ INDICATE REMAINING JOB EXPERIENCES IN CENTRAL OP, EMPLOYEE 3HOULD ACQUIRE.* (COMPLETE FOR AN . ... ..
i EMPLOYEE WITH MORE THAN 3 YEARS SERVICE IN AGENCY, IF APPLICABLE IN HIS CASE.) "

i
i
i
.

1

A

N

+ ;
125 JOB-EXPERIENCE NORMS FOR PROFESSIONALS (3-15 YEaRs As SP CAREERIST),

NORM

€

COMPLETED

IF NOT COMPLETED, EXPLAIN, IF KNOWN, AND

YEs | No

INDICATE IF SOME OR ALL OF NORMS.STILL:NEEDED - |

A. U or MORE ASSIGNMENTS WITHIN 14 YEARS.
(DIFFERENT BRANCHES OR OFFICES) FOR
GENERAL ISTS; 2 OR MORE FOR TECHNICAL
SPECIALISTS.

B. 'ASSIGNMENT TO AGENCY COMPONENT WITHIN
i6 veAars (APPLICABLE TO GENERALISTS
ONLY).

C. 2 YEARS OF PERSONNEL STAFF OR RESEARCH
WORK (OR COMPARABLE EXPERIENCE) BY END
of 1htH vear.

L) ! .
Jos PROGRESSION NORMS IN CAREER SERVICE MODEL THAT SHOULD BE CONSIDERED FOR EMPLOYEE CONCERNED. ..
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22 EMPLOYEF'S STRONGqu KNOWLEDGE(S) IF
APPLICABLE (NAME ONE OR TWO)

23,

V. LEVEL OF KNOWLEDGE OF PERSONNEL WORK *®
¥
e e e e e ;
I TEM aUPERVISOR SP PANEL SUPERVISOR | SP PANEL
3 R L. { 4._1
13. PERSONNEL POLICIES, 17. PERSONNEL STAFFING & T/0 . o
ProOCESSES & PROCEDURES - — ADMINISTRAT LON i M o
1%, PERSONNEL STAFF WORK OR 18, RECORDS & TRANSACTIONS ‘ i
PLANNING 19, LiINE PERSONNEL WORK I |
15. BENEFITS & SERVICES 20. PLACEMENT i
16. SALARY & POSITION ADMINIS= 21. NON-PERSONNEL SUFPORT
TRATION ACTIVITY ‘ : R

EMPLOYEE!S WEAKEST KNOWLEDGE(S) IF APPLICABLE
(NAME ONE OR TWO)

H
!
\

Vl
\

PERSONAL SKILLS AND ABILITIES *

"STRONG IN SKILL SUPERVISOR | SP PANEL

STRONG IN SKILL

e e SV . e JE——

ATTRIBUTE(S) 1F APPLICABLE {NAME ONE OR TwO)

{NAME ONE OR TWO)

o}, RESPONSIVENESS (1w 28. GETS THINGS DONE N AT :
SUPPORTIVE ROLE TO AGENCY i 29, MEETING DEADLINES .
OFFICIALS) 30. THOROUGHGO ING L

25. EFFECTIVENESS IN PERSONAL 31e WRITING ABILITY .

DEAL INGS 32. VERBAL EFFECTIVENESS
26. SELF RELIANCE 33. PLEASING PERSONALITY
27« DrivE , 34. IMAGINATION & ORIGINALITY
- - U - ! ' {
5 EMPLOYEE!S STRONGEST PERSONAL SKILL(S) AND 36. EMPLOYEE'!S PERSONAL DEFICIENCIES,

‘IF AFPLICABLE,
foareus e B

ol F APPLICABLE (NAME ONE OR TWO)

EMPLOYEE'S WEAKEST MANAGERIAL skitL{s) t£ °
APPLICABLE (NAME ONE OR TWO) e

* 13.21

- 37-16

- AVERAGE; NO IMPROVEMENT .NECESSARY.
AVERAGE; IMPROVEMENT DESIRED.

F1E7C)UJ>
t

.- BELOW -AVERAGE; IMPROVEMENT DESIRED.,

-3L4 }* FILL IN EACH ITEM BY INSERTING THE LETTER BEST DESCRIBING THE EMPLOYEE!S KNOWLEDGE/ SKILLS
ABOVE AVERAGE (IN RELATION TO PEERS OR SENIOR CAREERISTS),

~ BCLOW AVERAGE; NO IMPROVEMENT NECESSARY.
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F"TT“ .
! Vi. MANAGERIAL SKILLS AND ABILITIES *
!
STRONG IN !TEM SUPERVISOR [SP PANEL STRONG IN ITEM 1 SUPERV I SOR 6P PANEL":

ﬁ37'wRﬁPéEéE;}AT;ON & 3, ANTICIPATION OF CONSE=

COMMUN ICAT I ON QUENGES OF PROSPECTIVE .t
38. PLAN AHEAD ACTION |
39. CAPACITY TO INFLUENCE LU, PERCEPTION OF THINGS THAT

OTHERS ‘NEED TO BE DONE
4O, SUPERVISORY ABILITY 45, ABILITY TO DELEGATE-
L1, DeclisivenESS 46, EFFECTIVENESS IN OFFICE I
42._MATURE JUDGMENT ! MANAGEMENT i
h? EMPLOYEE'S STRONGEST MANAGERIAL skiLL({s) 48,




= »
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Vii. PERSONAL DEVELOPMENT SUGGESTIONS . !

. (To e COMPLETED BY SUPERVISOR OnLY)

» 1
49, IF any OF THE SKILLS OR KNOWLEDGES LISTED In 1V, V, anD VI WERE MARKED C OR L, INDICATE WHAT
SHOULD BE DONE |F AND WHEN [MPROVEMENT IS FEASIBLE .

SKILL OR KNOWLEDGE CORRECTIVE ACTION PROPOSED
L]
50, ASSIGNMENTS CONSIDERED NECESSARY FOR 51. ASSIGNMENTS THAT ARE CONSIDERED DESIRABLE,
EMPLOYEE'!S DEVELOPMENT . BUT NOT REQUIRED FOR EMPLOYEE'S DEVELOPMENT
PROPOSAL WHEN ‘ PROPOSAL _ WHEN,
'
52, FORMAL.TRAINING CONSIDERED NECESSARY FOR 53. FORMAL TRAINING CONSIDERED DESIRABLE, BUT
EMPLOYEE!S DEVELOPMENT : NOT REQUIRED FOR EMPLOYEE'S DEVELOPMENT
PROPOSAL WHEN " PROPOSAL WHEN

RED NECESSARY FOR EMPLOYEE'!S DEVELOPMENT (E.G., SPECIAL

. OTHER DEVELOPMENTAL ACTIONS CONSIDE
’ IN ANOTHER SUPPORT SERVICE, OP ORIENTA- - ..

PROJECTS, SHORT~RANGE DETAILS, SHORT~RANGE ROTATION
TION, REGULAR ATTENDANCE, SP SKILLS PROGRAM)

NOTE: THE SP PANEL WILL CONSIDER THE SUPERVISOR'S SUGGESTIONS IN DECIDING UPON SPECIFIC INDIVIDUAL
ACTIONS THAT SHOULD BE UNDERTAKEN FOR INDIVIDUAL CAREERISTS (FOR WHOM SOME INDIVIDUAL ACTION
OR ACTIONS ARE NECESSARY OR DESIRABLE ). DEVELOPMENTAL ACTLIONS OF SP PANELS witl BE COMMUNICATED
TO THE INDIVIDUALS AFFECTED AND THEIR SUPERVISORS BY THE CMO/OP., ORDINARILY, PANEL DECISIONS
WILL SPECIFY BOTH THE KIND OF AcTION(S) TO BE TAKEN AND THE TIME FrAME{S) INvVOLVED,

SUPERVISORS ARE ENCOURAGED TO DISCUSS THIS GAP SHEET WITH INDIVIDUALS CONCERNED AFTER COM~=
PLETING ITe. IF AN SP CARLERIST WISHES TO COMMENT ON THE INFORMATION PROVIDED 8Y THE
SUPERVISOR OR TO EXPRESS HIS OwN INTEREST IN A PROSPECTIVE DEVELOPMENT ACTION OR ACTIONS,

i L HE 18 INVITED-TO DO SO ON A SEPARATE SHEET OF PAPER (KEYED TO THE ITEM OR ITEM3 CON;ERNEP),; ..

’
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(TO BE COMPLETED ONLY BY SP BOARD OR PANEL}

Ty
!
VIEL. PROMOTIONAL READINESS AND POTENT AL g
\ SO |
55+ CURRENT PROMOTIONAL READINESS 56. CaAREER POTENTIAL TO REACH GS-135 or aABOVE
. n (PER currenT JUDGMENT)
Now oOR WITHIN ONE YEAR {1 _
ONE OR TWO. YEARS ] Yes [ . g
AFTER TWO YEARS o (
| - oo []
NON~FROMOTABLE (PER CURRENT i ’
JUDGMENT )
IXe POSITION{S) FOR WHICH EMPLOYEE SHOULD BE DEVELOPED AS A PROSPECTIVE REPLACEMENT -
/
: i
. . X+ PERSONAL DEVELOPMENTAL ACT!ONS
'{57. CORRECTIVE ACTIONS TO IMPRové SKILLS OR 58.  ASS1GNMENTS THAT SHOULD BE UNDERTAKEN
; KNOWLEDGE, INCLUDING APPLICABLE {TEMS ]
! LISTED IN [V yi, N
3 AcTtion WHEN ACSEGNMENT WHEN ;2 i ¢
e .
559. OTR OR EXTERNAL TRAINING COURSES 60. OTHER DEVELOPMENTAL ACTIONS THAT SHOULD
) fe : . BE UNDERTAKEN (E.G., SPECIAL PROJECTS, :~
ETC.)
7 CoursE WHEN ACTION WHEN
61. Due DATES FOR PROGRESS REPORTS TO SP PANEL OR BOARD CONCERNING DEVELOPMENTAL ACT!ONS
. AS APPLICABLE)
ACTION Dave
. P
_ : |
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